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DIRECT

Administrator Portal

Returning Users

For the quickest response call portal support:
Password * 844-275-8758
If you prefer, for help with your account.

Note: Email could take up to 2 business =ase include your contact information.
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Home

From the Home page, you can:

1

o

View Client information such as client name, client number, address,
office phone, and email address

View Enrollment functionality

a. Membership Summary

b. Search for a Member

c. Add Subscriber
View Invoices
a. Invoices

b. Invoice Register

View Documents
View Privacy Policy
Contact Support

Home

Client Number
Address

Office Phone

Email

@ Search for a Member

[r—
Invoice Register

Enrollment 2 Invoices 3 Documents 4
{.‘ . s . A
H] I Membership Summary Invoices é Documents

5

© 2023 Direct Dental Adminstrators, LLC. All rights reserved. | Privacy Policy

6 Contact Support at 855-844-0626 | www.directdentalplans.com




Membership Summary

The Membership Summary can be accessed from the Home page:

Enrollment

[

.Ofl l Membership Summary

@ Search for a Member

& Add Subscriber

or the navigation bar:

Enrollment~ Invoices

Membership Summary

Search for Member

Add Subscriber

On the Membership Summary Page you can:

View the total number of subscribers
View the total number of dependents
View the total number of members

View the roster in either PDF or Excel

ISR U

Membership Summary
Summary Information
Totals

1 2 3
3 3 3

Subscribers Dependents Total Members

4

Group Information 1 2 3

Group Name * Group Number 3 Address 3 city & State$ Zips  Subscribers$ Dependents % Total



Below is an example of a roster report:

Group Roster

Group Name:

Group Number:

Member Count: B

EMPLOYEE NAME SUBSCRIBER I BEMEFIT PLAN EFF DATE TERM DATE ?‘E#EHER PREM TYPE
DD 02 Lapl b Eelirdy Subscriber Primary Cnly
O30 12025 Subscriber Wihale Family
OX01 2025 Dependent \ihale Family
OX01 2025 Dependent \ihale Family
030112025 Dependent \hale Family

03012026 Subsoriber Primary Only



Search for a member

To search for a member, click Enrollment > Search for Member from the
navigation bar:

Enrollment= Invoices -

Membership Summary

Add Subscriber

Or click Search for a Member from the Home page:

Enrollment

."I I Membership Summary

@ Search for a Member

&+ Add Subscriber

To search fora member:

1. Enter the Subscriber ID and date of birth or
2. Last name, first name, and date of birth



Member Search

® Subscriber 1D and date of birth

Subscriber 1D

[ )

Date of Birth

L

(O Last name, first name, and date of birth

After searching for a member, you can see the following:

NoohswNn R

View member's last name

View member's first name

View member's date of birth

View member's address

View member's group hame

View member's benefit plan name
View member's enrollment status

You can also perform the following actions:

8.
0.

10.

11.

12.
13.
14.

Add a dependent

View the member's benefit summary

Print an ID card

View the member’s eligibility history

Add or view the member's other insurance
Terminate the policy

Clicking ‘Select’ will take you to the member's

page



Member Search

@® Subscriber ID

O Last name and date of birth

Search Results

L 2 3 4 5 6 E 7II t
Last Name First Name Date of Birth Address Group Name Benefit Plan n::ﬂ:::“

5] Active

© [ Add Dependent
Benefit Summary

(0] Active Print ID Card
Eligibility History

© Active Other Insurance

Terminate Policy

® 2023 Direct Dental Adminstrators, LLC. All rights reserved. | P

acy Policy

Contact Support at 855-844-0626 | www.directdentalp

Add a dependent

To add a dependent, search for the subscriber and choose ‘Add Dependent’ from
the dropdown under ‘More'.

Member Search

N ® Subscriber ID

O Last name and date of birth

Search Results

Last Name First Name Date of Birth Address Group Name Benefit Plan En;::m:nt
(5] Active
@ Active Add Dependent
Benefit Summary
@ Active PrintID Card
Eligibility History
©)]

Active Other Insurance

Terminate Policy

© 2023 Direct Dental Adminstrators, LLC. All rights reserved. | Privacy Policy

Contact Support at 855-844-0626 | www.directdentalplans.com

Under ‘Enrollment’, you will choose the correct group (if there are multiple),
benefit plan, relationship to the subscriber, qualifying event, and event date.



Enroliment

Subscriber Relationship [ v] ]

Enroliment Status Active Qualifying Event [ v] ]
Group [ 4 Event Date :] 4
Benefit Plan [ v]4

Under ‘Dependent Information’, you will enter the dependent’'s name, gender,
date of birth, marital status, address (choose to use the subscriber’'s address or
enter a new address if applicable). Social Security Number, phone number, and
email address are option fields.

Dependent

Information Contact Information

First Name J4 Use subscriber address? @ ves () No

Middle Name | ] Address

Last Name

onr —T

Social Security | \

Phone Number \

Email Address \

Marital Status [ V)4

Special Needs O

Viewing the Benefit Summary

To view the benefit summary, search for the subscriber and choose ‘Benefit
Summary' from the dropdown under ‘More',



Member Search

N ® Subscriber ID

O Last name and date of birth

Search Results

Last Name First Name Date of Birth Address Group Name Benefit Plan En;:::]:nt
(5] Active
® Active Add Dependent
Benefit Summary
@ Active PrintID Card
Eligibility History
© Active Other Insurance

© 2023 Direct Dental Adminstrators, LLC. All rights reserved. | P

Terminate Policy

Contact Support at 855-844-0626 | w

Printing an ID Card

To printan ID card, search for the subscriber and choose ‘Print ID Card’ from the
dropdown under ‘More',

Member Search

& ® Subscriber ID

O Last name and date of birth

Search Results

Last Name First Name Date of Birth Address Group Name Benefit Plan En;::‘mu:nt
(<] Active
® Active Add Dependent
Benefit Summary
() Active Print 1D Card
Eligibility History
® Active Other Insurance

Terminate Policy

© 2023 Direct Dental Adminstrators, LLC. All rights reserved. | P

Contact Support at 855-844-0626 | voww.c




An image of the ID card will populate and you can

1. Download a PDF copy of the ID card
2. Printacopy of the ID card

DIRECT

ADKIMIGSTRATORS. LLT

Employer Namea:

Subscriber:
Subscriber #:
Group #:
Effective Date: 3M/2021
Employee & Spouse & Two or More
Coverage Tier: Children
Self Insured

Network: Cypress Network / DenteMaxPlus Metwork Including
Dental Health Alliance, Careington and GEHA Connection Dental
Networks.
To find a network provider: www.directdentalplans.com

Claims Address: Direct Dental
P.O. Box 497
Milwaukee, WI 53201

Eligibility/Claims: Providess 855-866-2615
Members 835-844-0626

Administered by Direct Dental Administrators LLC.

Viewing Eligibility History

To view a member's eligibility history, search for the subscriber and choose
‘Eligibility History' from the dropdown under ‘More'.



Search Results

Last Name First Name Date of Birth Address Group Name Benefit Plan Enroliment Status

e . O o |

Add Dependent

Benefit Summary
Request ID Card
Print ID Card
d Eliibiy History
Other Insurance

Terminate Policy

Privacy Policy Terms of Use

This report will display member details as well as plan details from both current
and previous plan periods. Below is a sample:

Eligibility History
Member Nama:

Date of Birth:

Age:

Gender: Male

- Non-exempt Dental (3/1/2026)

Insurer Direct Dental Subseriber 10
Group Mame Otther Benefits

Greup Mumber Plan Mumber

Usual and Custemary Plan Year Aceurmulsar Ernplayer Fiseal Year
Dependent Cutell Age 26 Student Culol Age 26

Beneft Stalus Active Student Status Mot a Student

Adding/Viewing Other Insurance

To add or view a member's other insurance policies, search for the subscriber
and choose ‘Other Insurance’ from the dropdown under ‘More',

Search Results

Last Name First Name Date of Birth Address. Group Name Benefit Plan Enroliment Status

e - Active More ~

Add Dependent
Benefit Summary.
Request ID Card
Print ID Card
Eligibility History.

a Qther Insurance

Terminate Policy

Privacy Policy Terms of Use

You will be taken to the member's ‘Enrollment Summary' page. Scroll to the
bottom of the page where you will find ‘Other Insurance Policies’. Here you can
view information on any current policies or you can add a policy by clicking ‘Add

Policy'.



Other Insurance Policies

Policy Type Policy Holder Relationship to Policy Holder Begin Date End Date

No Other Insurance

Add Policy e

After clicking ‘Add Policy’, you will be asked for the information below:

Add Other Insurance Policy x
Policy Holder Policy Information

Name [ ] 4 Policy Type [ v} 4
Relationship [ v] ¢ Carrier Name | ‘
Date of Birth | | Plan Name | ‘
Gender [ v'| Policy Mumber [ ‘
Group Name | | Begin Date :] 4

Subscriber ID | | End Date ]

Terminating a Policy

To terminate a policy, search for the subscriber and choose Terminate Policy’
from the dropdown under ‘More'.

Search Results

Last Name First Name Date of Birth Address Group Name Benefit Plan Enroliment Status

e =

Add Dependent
Benefit Summary
Request ID Card
Print ID Card
Eligibility History

Other Insurance

? Terminate Policy

Privacy Policy Terms of Use

To terminate, choose a termination reason, an event date, and click ‘Terminate'.



Terminate Policy x

Select o reason and enter a date for terminating ; policy from benefit plan

Termination Reason [ v] d4

Event Date 03/18/2026 1

= &

Enrollment Summary

To access a member's Enrollment Summary page, search for the subscriber and
click ‘Select'.

Search Results

Last Name First Name Date of Birth Address Group Name Benefit Plan Enroliment Status l

(5] Active More =

A member's personal information will display under the Member Information
section. The following actions can be performed here:

1. Click 'Edit' to edita member's personal information such as name, gender,
date of birth, Social Security Number, address, phone humber, and email
address

2. Click ‘Eligibility History' to view the member's eligibility history report

3. Click ‘Add New Enrollment’ to add a new benefit plan to this member

Enrollment Summary

Member Information »~
Name Date of Birth
Address Gender Male
SSN Nor Provided

Phone
Email

1 2 3
m Eligibility History Add New Enroliment




The next section will display a member's benefit plan(s). The following actions
can be performed here:

NOoohswN e

View current or prior benefit periods
Click ‘Add Period' to add a new benefit period to this member

Click ‘Edit’ to edit a member's marital status

Click ‘Benefit Summary' to view a member's benefit summary

Click ‘Print ID Card' to print or save a copy of the member's ID card
Click "Terminate Policy' to terminate the member's policy

Click ‘Add Dependent’ to add a dependent to this member. If a member

has existing dependents, they will be found here.

Add Dependent

-~
View Benefit Period 1 2
03/01/2026 - Open Active - Add Period
Subscriber ID Effective Date 03/01/2026 Marital Not Provided
Enroliment Active Termination Status
Status Date Special No
Needs
3 4 5 6
Benefit Summary Print ID Card Terminate Policy
Dependent Information
LastNames  FirstNames Dateof Births Effective Dates Termination Date ¥ Enrollment Status 5
More +
03/01/2026 Active
View Details
More -
03/01/2026 Active
View Details
More -
03/01/2026 Active
7 View Details

Under ‘Other Insurance Polices’, you will find any other insurance policies that a
member has. You can add a policy by clicking ‘Add Policy'.

‘ Other Insurance Policies

Policy Type Policy Holder

No Other Insurance

Add Policy

Relationship to Policy Holder Begin Date

End Date




Adding a Subscriber

Start by clicking ‘Add Subscriber from the Home page:

Enrollment

.'I"I I Membership Summary

@ Search for a Member

&~

&+ Add Subscriber

Or click Enrollment > Add Subscriber from the navigation bar:

Enrollment~ Invoices -

Membership Summary

Search for Member

Under Enrollment, choose the appropriate group (if applicable), benefit plan,
qualifying event, event date, and hire date.

Add Subscriber

| Enroliment A |

Group [ ] 4 Qualifying Event [ ~|4
Benefit Plan ( v|4 Event Date 4
Hire Date 4




Under Subscriber, enter the member's name, gender, date of birth, marital status,
and address. Social Security Number, phone number, and email address are

optional fields.

Subscriber

Information

First Name: [ ] L
Middle Name | |
Last Name [ ] 4
ont —

Dats of Birin [«

Social Security | \

Marital Status [ V)4
Special Needs O

Contact Information

Address 1 [ ] 4
Address 2 ( |
city [ ]4
State [ )«

-

Phone Number \7|

Email Address [

Finally, if the subscriber has other insurance, select ‘Yes' and fill out the
appropriate fields. Please note that this question will default to ‘No'.

Once all subscriber information has been entered, click ‘Add’ to add the
subscriber. Once added, you will be directed to the Enrollment Summary page.

Other Insurance Policies

Policy Holder

Name

Date of Birin

Gender

Group Name

4

Subscriber ID

Does this member have an additional insurance policy from another insurer? @ves Ono

Policy Information

Policy Type [ V] 4

Carrier Name

Plan Name

Policy Number

End Date | |

Cancel Add

Invoices

Invoices can be accessed from the navigation bar




Invoices= Entity Manag

Invoices

Invoice Register

Or from the Home page:

Invoices

e

e

Invoice Register

You can search for invoices by using:
1. Aninvoice number
And/or Invoice dates, including:

2. Selecting ‘None' will run an open search
3. Specific billing period
4. Range of billing periods



Invoices

Invoice Mumber 1 |

Invoice Date(s) Mone v

3 | Specific biling peried

4 Range of billing periods

After running a search, you can click on the invoice number to view the invoice

Search Results

Inveice Number Billing Level Inveoice Type Invoice Date
Client Premiums 0210172026
Client Premiums 03/01/2026
. .
Invoice Register

Invoice Register can be accessed from the navigation bar

Invoices= Entity Manag

Invoices

Or from the Home page



Invoices

Y
Invoices

e
B Invoice Register

You can run an invoice register by any of the following:
1. Invoice Number
And/or invoice dates including:

2. Selecting ‘None' will run an open search
3. Specific billing period
4. Range of billing periods

Invoice Register

Invoice Number 1

Invoice Date(s) Maone

3 | Specific billing period

il Range of billing periods

Entity Management

You can access Entity Management from your navigation bar:



Home Enrollment~ Invoire- Entity Management Documents Setup» ContactUs

Here you will find your client and group names, address, and contact information.

Entity Management
Client Information A
Name
Client Number
Contact

Address

Office Phone
Email

Group

Groups

Name (Number) 3 Address 3 citys State ¢ zips

Documents

Click ‘Documents’ from the top menu. Choose a Document Type (or select AlD, a
date range, and click ‘Search'.



Home Enrollment~ Invoices~ Entity Management Documents Setup~ ContactUs

Documents

Document Type | - All - v:
From (0332026 |4

To (041132026 |4

e

Search Results

Date Description Document Type
0411072026 E@pﬁ' Other
User Accounts

Click ‘'Setup’ from the top menu and choose ‘Portal User Accounts'.

Home Enrollment~ Invoices~ Entity Management Documents Setup» Contact Us

Portal User Accounts

1. Manage User Roles - Click to manage or create a user role. User roles will
allow you to limit the access of the user accounts if needed
2. Add New User - Click to create a user account

Portal User Accounts
1 2

Manage User Roles [l + Add New User

© No users |

Manage User Roles



Here you will be able to select a role to manage or click Create New Role to
create a new role.

Manage User Roles 4

Select User Role

Create Mew Role

Default

Choose a role to manage or click ‘Create New Role'. Here you will be able to
manage the access of users by checking/unchecking the boxes next to the
particular features. For example, if you do not want users to have access to view
invoices, uncheck the boxes next to View Invoice Register and View Invoices.
Once complete and you have given the User Role a name, click Create. You will
be able to assign this role in the next step. Please note that if all of the user
accounts you plan to add will need complete access, you do not need to create
any user roles.



Create New User Role

User Role Name [

Contact Us
Gontact Us - Email
Contact Us - Phone

Document Management
View Documents

Enrollment
Change Enrollee Information
Print ID Cards
Request ID Card
Update Other Insurance
View Benefit Summary
View Eligibility History

Entity Management

Financial
View Invoice Register
View Invoices

Member Administration
Add Dependent
Add Subscriber
Drop Dependent
Member Search
Terminate Policy
View Member Roster

User Account Management
Edit Personal Information

Cancel | Create

Creating a New User

Start by entering the user's personal information - first name, last name, and

email address.

Then choose a username and temporary password for the user. They will be
prompted via email to change the password after the account is created.

Choose a user role or keep as default. If you want to limit the features the user
has access to but do not see another role to assign them to, please see previous
steps on creating user roles.

You can also choose to grant access to all groups or select specific groups if

needed.



